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Overview 

This document defines the enhancements made to the ePerformance module via the upgrade to 

HCM version 9.1. This document does not include the deltas made for the other modules; 

however there is a separate delta document for those modules posted to the SAO website. 

HR Admin Role 

Simplified Document Creation 

Documents will be created in a similar fashion by the HR Administrator, however, there are now 

two options and the page has slightly changed. 

In 8.9, the only option for the HR Administrator is to create documents for a GroupID. 

 

In 9.1, there is now a radio button that the HR Administrator can click to change the display 

regarding who the documents can be created for.  Clicking on the Employee ID radio button will 

change the display so that an EmplID and Record # can be entered to identify a single employee 

for whom to create the document.  The rest of the process works the same as in HCM v8.9. 
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Mass Approvals 

There will now be a single navigation used by the HR Admin to approve all performance 

documents.  The “Approve Documents” page that has been available in HCM 8.9 will no longer 

be used by the HR Administrator.   

 

In HCM 9.1, all documents will now be approved by using the “Mass Approvals” navigation. 

The navigation to be used will be Workforce Development > Performance Management > Mass 

Approvals: 
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In HCM 8.9, a customized page was developed to provide the ability for HR Administrators to 

execute mass approvals.  With this feature, HR Administrators will use a criteria-based search to 

locate documents to select and approve. 

 

In HCM 9.1, a new delivered functionality will be used for both single and mass approvals.  HR 

Administrators will now use a two-step process to search for and then filter performance 

documents awaiting their approval.  The initial search will appear as follows: 

 

 

The HR Administrator first conducts a search for all documents using the Performance 

Management approval process.  This is found by clicking the magnifying glass next to the 

Approval Process field.  
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To find documents awaiting approval, the “Header Status” should be set to “pending” by 

clicking the drop-down menu.  Then, the HR Administrator can click the “Search” button. 

After this step, the HR Administrator can then further filter the list through the use of additional 

criteria as follows: 

 

The Search results can be filtered based on the filtered criteria fields like Doc Id, EmplID, Period 

Begin Date, End Date, Document type, Approval Status, Manager ID, Review Rating,  etc. 

To approve all documents, the “Select All” link at the top of the list is used to approve all the 

documents in the filtered list.  After this click the “Approve Selected” button to approve the 

documents. 
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The “Approval Successful” message box will appear in a new window to confirm the approval. 

 

Manager Role 

Mass Approval 

In 8.9, Managers also used a customized page to approve multiple documents at one time using 

the “Mass Approvals” page in Manager Self-service.  In addition, some other pages will not 

appear in version 9.1. 
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In HCM 9.1, Managers will approve all documents the same way as the HR Administrators, 

however the navigation to this page will be through Manager Self-service:  Manager Self-service 

>> Performance Management >> Mass Approvals. 

 

Managers will search for documents the same way as HR Administrators. 
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NOTE: 

The Documents in Pending status which displays “Never” as the Modified date are the ones 

available for The Reviewing Manager’s approval. All the “Approved” or “Terminated” 

documents are grayed out and cannot be selected. 
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Document Cloning 

In HCM 8.9, managers had no ability or authority to create documents.  In HCM 9.1, managers 

will now be given the ability to create or “Clone” documents for individual employees that are 

based on documents created earlier or from a different employee.  This feature will provide 

managers the ability to capture previously developed customizations and import those into new 

documents. The new navigation that is available to managers is as follows:  Manager Self 

Service > Performance Management > Performance Documents > Create Documents. 

 

Managers must first locate and select the employee that the wish to create the new document for. 

 

They will then see a list of all of their current employees. 
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Managers can select an individual or use the “Select All” link to create documents for all of their 

staff.  Managers can now create annual, mid-year and quarterly documents that are based on the 

prior year’s annual, mid-year, and quarterly documents respectively. For example: a mid-year 

document can be cloned to a new mid-year document, but not an annual or quarterly document.  

The radio button for this will default to “Yes” once the period is entered and the document type 

is selected.   
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Managers will click on the magnifying glass icon next to Prior Document in order to locate the 

document that is to be “cloned”. 

 

Manage Delegation 

Manager Delegation is a new feature in HCM 9.1 that was not previously available in 8.9. 

Managers will navigate to this page through the Self-Service component. The Navigation will be 

Self Service >> Manage Delegation. 
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Upon navigating to this page, managers will first create a delegation request. 

 

The manager will then establish a date range to set the period of time the delegation will be in 

effect. 

 

The manager must then select the type of transaction that will be delegated. 
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The manager will then select the proxy to delegate the approval authority. They can select 

employees within the hierarchy as follows…. 

 

…or outside the hierarchy by searching for an employee in their organization. 

 

Managers may also click a check box to send the proxy an e-mail to let them know of the 

delegation request. 
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The employee that is to become the proxy must then navigate to the same location and accept the 

delegation request. 

 

The employee may then accept or reject the request by clicking on the appropriate button. 
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In order to execute the approval, the proxy manager will navigate to another new page not 

previously available in 8.9.  The navigation to this new page is Manager Self-Service >> Review 

Transactions. 

 

Upon navigating to this page, the proxy managers will click on the “Approve/Deny” link to 

approve documents that have been delegated to them. 

 

Clicking this button will display the “Approve Transaction” page. 
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To approve the document on behalf of the manager, the proxy will select the “Approve” button 

on this page to approve the document. 

 

E-Signature 

As the evaluation proceeds through the document review workflow, the audit history in 9.1 will 

now capture when the employee acknowledges the review as well as when the manager 

completes the review.  HCM 9.1 ePerformance will now display these in the signature section of 

the Printable Evaluation and will serve as the electronic signatures for the document. 
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